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Acting Management Officer, MIS 11 Marecn 195k
Office of the Comptroller
Chief, Records Management Branch

Weekly Report - Week ending 10 March 1954

SUMMARY OF PROJECTS

Weekly Report - Week ending 3 March 1954k Projects in Process 49

This Week: Projects in Process 18 %
Added during week: 1)
Completed during wesak: O
Change (]

COMMENTS OX PROJECTS IN PROCESS
Pfqggct 4-76 - Records Management Survey, Medieml Office

Informational materisl on the reports and correspondence management
programs was discuesed with representatives of the Medical Office.
A determinaticn will be wade by that office g8 to vhen we should
proceed with these phases of the program.

Project 4-77 - Records Management Survey, Office of Scientific
n [gence

Sypecial clearsances have not yet been cbteined for the anmlyst
asgigned to this office, This delay is causing some inconvenience
in doing this Job.

Project - 4-78 - Records Meanagewent Survey, Office of General Counsel

Tentative agreements have been reached to provide for a more realistic
grouping of records of the various offices. Such rearrangement will
provide for the elimination of some filee and provide better reference
service.

Project 4-79 - Records Manmgewent Survey, FBID

The files o the Chief, FBID, and the sduwinistrative office, have heen
estsblished and all 1954 material has been clessified and filed up to
date. The analysts ere continuing the training of the personnel re-
spongible Tor these files while instslling the aystem in the other
Branches apd Staff offices,

Project 4-80 - Agency-wide Microphotography Survey

A dreft of instructions, forws and other materisl necessary to conduct
the survey have bsen completed.
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Project 4-81 » Security Desk Trays

Ags a regult of a meeting with the Aspistant Chief, Physical
Bescurity Branch, it sppears necessary to eliminate locks from
the security desk trays and substitute a igtehing device. Thia
project will be delsyed until the Becuriily Office submlits &
written statement pertaining to their recent suggestion.

Project 4-82 - Handbook for the Subject C 1fication end Filtng
' GTTESDONERLCE recor - 25X%1

Some revisions in the secondary categories of the primary heading
"personnel” have been wede following e weeting with representatives
of the Personnel Office. These changes are now under congideration
by that office and thelr approval is anticipated.

Project 4.83 - Vitel Materials Deyposit Sehedules for All Offices

A schedule for the regulsr depositing of vital paterisls by the
logietics Office has been sgreed to and put into effect. The
Logiatics Office hes 1ssued an office instruction pertaining to
the vital mwaterials program.

Project L.8% - Vitel Materisls Microfilw Projects

Migrofilming of Blographic Regleter material Tor vital waterials
deposit is comtinmuing.

Project k-85 - FI Tnformatiop Reports

Teats of & combination record copy - offset master set were made
and are continuing this week to weet requirements of swall stations
not possessing hectograph dupliceting facilities. Requisitions for
test supplies of the dual.master sysiem were spproved by DD'P and
hand-carried to Procurement Division/LO for purchase.

Project 4.86 - Forms Index

Processing has nov been completed on &1l Agency forms. Stendard

forms and forws carrylng other agency designations but used by this

g;zmy are now in procesa of conversion to the gunch card system of
exing.

Project 4-91 - Review of Recorids Managewent Program, Loglstice Office

Seventy (70) items covering an estiwmated 446 linear feet of records
have been listed.

Project .92 ~ Acguisition of Certain Records from the Securities
t change Commig8ion

A letter has been written to the Archivist of the United States, out-
lining the need for the tranafer of certein records from the SEC to
this Agency.
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Project b-9% - Office of the Cowpiroller Reporis Mamagemend /
T PTOgTSE

fwalting outcome of the review by that office of the proposed
Progean Gulde.

Project 4-95 - Forms Manapewent Handbook

This project hae beeun approved and prelimipnery work towards
geveloping an cutline is beginning iomediately.

Project 496 . Vitel Materiels Handbook

The development and the writing of this handbeok are continuing.
Project L.-97 - Records Disposition Handbook

o activity.

Generel Information:

1. Reccords Cenler

25X]1

25X1

v, 24k cu, Pt. {Records Center boxes) were accessioned from
the Cireulstion Branch, Library Division, OCD. This constitutes one
year's accumilation of militery and State sttache information reports
Por the last half of the calendar year 1950 snd the filscal year 1951.

. We have received a request from Mr. Johuson, Agsletant
$0 the Executive Secretary, Hational Security Councll, to vislt the
Records Center with ope or two members of his staff. Arrengements
will be mede asccordingly.

2. Request to Instell Agency Filing Systew in DD'T

As the result of a reguest received i‘rcm| arrange- 25X1
mants bave been wade o trptall the propose ney ngZ system in
the Office of the DD/ I, 1If this appears to be & sizadle unferisking,

& project will be developed.

3. Request for Inforwatlon on Beports and Corresponience Mansze-
ment Progiame Fads by Securlty OFfice:

Araa Records Officer for the Security Office, has reguested
informsation pertaining to reports and corrsspondence wanspewent Progrsus.

25X1
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Report for Week Ending 10 March 1954 for RECORDS SYSTEMS' SECTION

Vital Materialss

A schedule for the depositing of vital materials in the Logistics Office
has been established,

Responsibility for the depositing of the National Intelligence Digest
has been transferred from the Office of National Estimates to the Office
of Collection and Dissemination, Top Secret Control Office,

Mr, Johnson of the National Security Council has expressed a desire to
inspect the Repository, He would like Mr, Coyne, who handles security
matters for N5C, and Miss Kemple, who is responsible for handling the
vital materials in NSC, to accompany him on this visit to the Repository,

25X1

25X1 25X1

FBID:

The executive files of FBID have been established and all 1954 material
has been classified and filed up to date, The analysts are continuing
the training of the personnel responsible for these files while installw
ing the system in the other Branches and Staff offices,

Filing Handbooks

Some revisions in the secondary headings of the primary heading "Personnel”

have been made following a meeting with representatives of the Persomnel

Office, These changes are now under consideration by the Personnel Office

and their approval is anticipated,

Security Desk Trayss:

At a meeting with | |Assistant Chief, Physical Security
Branch, Security OfTice, we were informed that in the opinion of the
Security 0ffice, security desk trays should be made without locks, Mr,
will document their position in a memorandum to this office,
ollowing this discussion with| | the Safemaster Company was
contacted and requested to submit a suggested revised latching device
which they promised to do within the next few days,

Arrangements have been made to install the proposed Agency Filing system

25X 1in the files of in the Office of the DD/I,
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Report of the RECORDS CENTER for the week ending 9 March 1954

25X1

|Real Estate and

25X1

Construction Division, inspected the Center in order
to determine the feqsibility of remaining in this

bullding for another year. He appeared to feel that
accupancy could be arranged for that period of time.

Arrangements were made with the Regulations Control
Staff to hold the negatives used for printing regula-
tions, to be used for possible reruns.

Termites were discovered in the Center.| | 25X1
of Logistics was contacted. He came over snd extermin-
ated them with the use of Varsol.

Two hundred forty-four cubic feet of records were
accessioned from the Circulation Branch, Library Div-
ision, OCD. This constitutes one year's accumulation

of reference copies, If the reference activity on these
records is not too great the next year's accumulation
will be accessioned also.

The Agency Credit Union has forwarded twelve cubic
feet of their records for storage in the Records
Center. It seemed advisable to accept these records
even though they are not official Agency documents.

The activity in supplemental distribution continues
at the same high level in both receipts and items
furnished.

25X1

_ CORFIZENTIAL,
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Report for Week Ending 10 March 195k from
FORMS MANAGEMENT SECTION

A memorandum proposing transfer of the function of finaletype forms

copy preparation from P&RD/IO to this office was submitted to Mr,
2O —

3 March 195k,

Completed initial distribution of the DAE Management Swmary Sheet '
and the O0AMA Management Bulletin to all Area Records Officers L March 5L,

Corrections to art work for Vue-Graph and 35mm training slides continued
tobe made by Graphics, ORR and P&RD/I0,

Considerable time was devoted to further perfecting the FI Informstion
Reporting System. jTests of a combination, record copy - offset master
set were made and are continuing this week to meet requirements of small
stations not possessing hectograph duplicating facilities, Requisitions
for test supplies of the duml-master system were approved by DD/P and
hand carried to Procurement Div/I0 for purchase,

2 5X| |which had been rewritten to reduce contents to one'page was

25X1

Forwarded to| |5 March 5L, Sketches of two posters supplemente
ing and implementing the notice have been developed, More comprehensive
artists sketches will be prepared by Graphics for coordination and
approval.

A standardized procedure was established with the Loglstics Office
insuring an automatic initial distribution to this office of copies of
all forms procured from sources outside the Agency, Forms are required
for numerical, functional and vital materials files,

A1l agency forms have been carded for the forms index; operations have
started on Standard,DD and other govermment agency forms used by CIA,
MED punching operations have been held up this week because of the
absence of

25X

Provision has recently been made to maintaln a record of actions taken on
all other goverrment agency forms applicable to CIA and to include such
forms in our functional files, Standard Forms and the forms of the -
military departments are being used in increasing numbers by the agency
and form a substantial portion of the total work load, A renewed effort
will be made in the coming week to resolve difficulties in obtaining
supplies of certain forms from the Army,
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Individual actions of the past week are reflected as followss

Nos of Requisitions No, of Copies
New 13 2L, 700
Revisions 8 61,000
Reprints# 15 111,500
Other Agency y 18 g
Forms (All types) 1 10,500

Totals N 2074100

# Includes 1 overprint (250 copies)

Forms Obsolete 2

25X1
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Report for week ending 10 March 1954 for RECORDS DISPOSITION SECTIOR

Logistics:

The analyst assigned to this office continues to inventory
their records holdings. fSeventy (70) items oovering an estimated
446 linear feet of records have been listed. [

General Counsel:

In the development of an overall plan for maintaining legal
records, | tentative agreewents have been reached to provide for a
more realistic grouping of records of the various offices. Such
rearrangeuent will provide for the elimination of some files and
provide hetter reference aervice.i

Office of Seientific Intelligence:
~  Special clearances have not yet been obtained for the analyst

assigned to this office. This delay is casusing some inconvenience
in doing this jdb.

25X1
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Report for week ending 9 March 1954 from
REPORTS AND CORRESPONDENCE MANAGEMENT SECTION

1. Program Promotion

a. Medical Office -| lmet with the  25X1
Chief, Medicel Staff, his Acting Administrative Officer, and the Chiefs of
Divisions, and presented briefs on the reports end correspondence manage-
ment programs. Unfortunately, the Acting Administrative ‘Officer who arranged
the meeting led us to believe that the Division Chiefs were fairly femiliar
with the Agency's Records Management Program. This did not prove to be
true. It was therefore necessary to cover the Program in general before
describing the aspects of reports and correspondence menagement. Interest
wae aroused as the meeting continued. However, time did not permit a
sufficient q,iscussion for the Staff to arrive at sny definite conclusions.
Accordingly; we left reading material on both programs which will provide
a bgsis for a more concrete discussion at a later date. The Chief of the
Medical Staff will contact us for this meeting.

b. Security Office - IBecurity Office Area Records Officer, 25X1
met with our staff to discuss improving activity reporting systems. He

wes primarily seeking literature on the subject. However, there was nothing

of a specific nature qu offer him. We therefore discussed the problem in

genersl and offered further assistance once he had determined what the

Director of Security desired in the way of activity information. | | 25X1
was very enthusiastic over the possible benefits of reports and correspon-

dence management programs. We therefore furnished him with program

literature and proposed a later discusslon.

2. Program Publicity - Completed and submitted tg en illustrated 25X
prospectus on correspondence management.

3. Program Regulations - Drafts of the over-all regulation on records
menagement and the specific ones on reports and correspondence management
are spproximately 75% complete.

25X1

ef, Reports and Correpponden
Mansgement Section
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